
Training/Exercise Reimbursement Process

Approve proposal, 
enter into PeopleSoft, 
and send notification 

of approval to 
requestor/JPOC (w/in 

30 days of receipt)

Submit proposal
*optional to submit 
pre-req w/ proposal

(at minimum 30 days 
before training)

Approve Pre-Req
and forward to 

Acctg/Fin (w/in 2 
days of receipt)

Enter into 
PeopleSoft (w/in 

3 days of 
receipt)

Submit Pre-Req
(w/in 1 wk of 

receipt)

Create PO 
(w/in 2 days 
of receipt)

Approve PO 
and mail to 

reimbursement 
address(es) on 
file (w/in 2 wk of 

receipt)

Submit 
Reimbursement 

form to MOHS (w/in 
1 wk of completing 
training/exercise)

Process 
Reimbursement 

form (w/in 2 
days of receipt)

Complete and 
pay for 

Training/ 
Exercise

Issue check 
(w/in 2 wk of 

receipt of form)
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